FSCS WinPLUS MAIN MENU OPTIONS

5  WinPLUS MAIN MENU OPTIONS

After the user selects the current-year data file and enters the state characteristics data, WinPLUS
automatically displays the Main Menu that has 12 options, as shown below. From the WinPLUS Main
Menu, the user can select any of the menu items by clicking on the option. Each of these options is
discussed in detail on the following pages.
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51 Select File

WinPLUS automatically enters this function when starting up (see section 4.2—Select Data File).
You will only need to use this option if you wish to select a different data file than the one you selected
when you started WIinPLUS, or if you wish to access the state characteristics data (reporting period
starting and ending dates, official state population estimate, and total unduplicated population of legal
service areas).

From the ‘Select File’ screen, you may select ‘Process Current Year’ or ‘View Prior Year Data’.
The database is listed under ‘Select A File to Open’ and is named fscs_ XX _FYZZZZ.mdb, where ‘XX is
your two-letter state abbreviation, ‘FY’ is fiscal year, and ‘ZZZZ7’ is the ending year of the fiscal reporting
period—2004 for the current data collection. After selecting a file, choose ‘Open’.

When you are ready to enter your current-year data, you may use one of two methods: direct
data entry via the keyboard, or data import from an external file. Select ‘View/Update Administrative Entity
or Outlet Records’ from the WinPLUS Main Menu to enter your data directly (see section 5.5—
View/Update Administrative Entity or Outlet Records for instructions). Select ‘Import’ from the WinPLUS
Main Menu to import your data (see section 5.2—Import for instructions).
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5.2 Import

5.2.1 Overview of Import

WinPLUS performs an automatic "Read and Validate" routine (discussed in section 5.2.3) during
the import process to make sure the data are formatted correctly. The user cannot make changes to the
data during this routine. Import files must conform exactly to the specifications provided in ‘Appendix B—
Administrative Entity Import File Specifications’ and ‘Appendix C—Outlet Import File Specifications’.

Note:

» Allimport file columns with a width of one or greater must have a valid entry. Use a -1 if you do
not know the answer for an item.

* The administrative entity import file can contain only administrative entity records. Outlet records
must be removed.

* The outlet import file can contain only outlet records—all central, branches, bookmobiles, and
books-by-mail only outlets. Administrative entity records must be removed.

If you are unable to import successfully, please contact the PLS Census staff by phone at (800)
451-6235 or by e-mail at govs.pls@census.gov. Please keep a copy of the original import file for
Census to review.

5.2.2 Selecting the Type of File to Import
Administrative entity and outlet data files can be imported into WinPLUS. WinPLUS imports them

in sequence, not simultaneously. To initiate an import, choose ‘Import’ from the WinPLUS Main Menu. A
screen asking the user to select the type of file to import is displayed:

e WinPLUS - Impovt AE or Outief

Select the File Type:

@& Import Administrative Entities.

C Import Outlets

Coelinuwes Cancel Imgoet

Choose ‘Import Administrative Entities’ or ‘Import Outlets’ depending on the type of data you plan
to import. Choose ‘Continue’ to start the import process. To return to the WinPLUS Main Menu, choose
‘Cancel Import’.
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If you are importing the data for administrative entities, a menu (see screen below) is displayed
with two available file formats: ‘Text File’ and ‘Microsoft Excel Spreadsheet’. Select the file type that you
will import into WinPLUS and choose ‘Continue’ to proceed with import, or choose ‘Cancel Import’ to
return to the WinPLUS Main Menu.

If you are importing the data for outlets, the only option is ‘Text File’ (i.e., ASCII flat file). See the
section below entitled ‘Using the Macro Facility to Convert (Export) Excel Spreadsheet to Text File’ if you
need to convert an outlet Excel spreadsheet to a text file that you can import into WinPLUS.

Note:

« When importing an Excel spreadsheet, you must have a row of labels at the top of the
spreadsheet. Otherwise, you will lose one data record because the first row gets dropped during
import.

e Allimport file columns with a width of one or greater must have a valid entry. Use a -1 if you do
not know the answer for an item.

WinPLUS - fmpord Dala Type

Select the Import File type:

@® Text File!

T Microsoft Excel Spreadsheet

Cionbiniue Cancel lmpost

Using the Macro Facility to Convert (Export) Excel Spreadsheet to Text File

If you maintain your outlet file in an Excel spreadsheet, use the macro (WinPLUS_Macro.xIs)
provided with the WinPLUS installation package to create an ASCII flat (text) file from your Excel
spreadsheet. Please follow these steps:

e Openthe macro (WinPLUS_Macro.xls), located in the same directory as the WinPLUS software,
and choose Enable Macros.

» Open the spreadsheet containing data to be converted (exported) to a text file. (The file must be
open.)

» Select Tools, Macro, and Macros... to see a dialog box containing the macro named
‘WinPLUS_Macro.xIs!Export_Outlets’.

e Highlight the macro name (WinPLUS_Macro.xls) and click on ‘Run’ to start the macro.

* Navigate through the message boxes until you reach the final one that tells you the name of the
text file just created. Import this text file into WinPLUS.
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5.2.3 Read and Validate

After the user selects the data file type and format, WinPLUS will display a screen from which the
drive and the file to be imported can be selected.

Open WinPLUS Excel Data File el

Loak irc | {3y WinPLUS26 x| = EB ok E-

AdminaR_Fyz004, xls
OutletaR_Fy2004,xls

File name: I j Open I
Files of type: I Microsoft Excel [ xls] LI Cancel |
P

If you are importing administrative entities using an Excel spreadsheet, WinPLUS will ask you to
enter the worksheet name. If your spreadsheet contains more than one worksheet, a list of all worksheet
names will appear and the user must select the one to import.

% WANPLUS 2.6 - Worksheet Selection i ]

Select one worksheet to Import:

Adminiztrative Entites
COutlets
Edits

Continue Cancel
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After the user has selected the type and format of file to import, the import begins. First,
WinPLUS automatically opens the import file and ‘reads’ (copies) the data within it to a temporary
WinPLUS table.

For Excel files, WinPLUS checks the first row of the spreadsheet for column headings. If the first

field does not contain ‘LIBID’, ‘LIB ID’, or ‘LIB_ID’ a message box will appear asking the user whether the
first row is a heading row. Select ‘Yes'if it is or ‘No’ if it is not and the import will continue.

wWinPLUS X]

@ This is the information contained in the first few
fields of the first row in your Import spreadshest,

0 # LIBNAME ADDRESS CITY ZIF ZIF4 ADDRES

I5 this a heading row?

Yes [

For ASCII text files, WinPLUS validates the data against the administrative entity import file
specifications or the outlet import file specifications (see appendix B or C, respectively). While reading
and/or validating the import file, WinPLUS will display the message “Reading Rec #...” showing
WinPLUS's progress.

5.2.4 Import Complete

At the completion of importing, you have the option of (1) continuing with the matching routine,
which matches current-year records against prior-year records, or (2) returning to the Main Menu and
running the matching routine later. Select 'Yes' to continue with matching or 'No' to return to the Main
Menu.

HaPL LS
4 } Impor Complate - Do wou wand 1o cordines with the Medching?

e’ - kiatch the imponad fila 1o the prior year deis fils
T’ - Rieturn 1o Wlsin M enu &nd nun e Metch [aler.

HOTE: You MUET padarn the Metch ko make your impoded dais availsble far further WinFLUS processing
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5.3 Match (Used with Imported Data Only)

The 'Match' option, which follows the 'Read and Validate' import routine, attempts to match
records from the current-year import file against records from the prior-year file. The ‘Match’ option is
used with imported data only. If you did not run the Matching Routine at the completion of importing your
data, you must run it via the 'Match' option on the Main Menu. Please note the following:

» The 'Match' option on the Main Menu will not run if: (1) you did not import your data (i.e., you

performed direct data entry), or (2) your data were not imported successfully. In either case, you
will receive the following message if you select the 'Match' option on the Main Menu:

T . |

@ kdatching is unnecessany since you hawve not used the Impaor feature.

» The 'Edit Checks (Current Year and Historical)' option on the Main Menu will not run if you
imported data but did not run the matching routine. If you try to run the edit checks, you will
receive a message prompting you to run the “Match” feature:

WinPLUS - Records unmaiched |

=ome of waur Administrative Entity records are unmatched.
“'ou cannot Edityour data until all of wour Impored data mismatches
hawe been resolwaed. Flease run the katch for Administrative Entities.

» If you select the 'Match' option from the Main Menu, you will be prompted to begin matching on
administrative entities (A) or outlets (O). To complete the matching process, you must match
on administrative entities (A) and on outlets (O).

* You do not need to complete the Matching Routine in one session, but you must complete it
before proceeding with any other WinPLUS operations.
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53.1 Matching Routine

This routine attempts to match records from the current-year import file against records from the
prior-year file. The 'Match' feature consists of the following steps:

1. Keyinformation (e.g., NAME, LIB ID#, etc.) from the prior-year data is compared to the import
data to check for all automatic matches first, and then to check for all conditional matches;

2. WinPLUS records official name and address changes;

3. WInPLUS runs the 'Structure Change' routine. This allows the user to resolve any records on
the import file that have not been matched to the prior-year file and any records on the prior-
year file that have not been matched to the import file; and

4. Matched records are moved to the administrative entity or outlet database.

The Matching Routine for Administrative Entity import files and Outlet import files are discussed
separately in the next two sections.

5.3.1.1 Matching Routine for the Administrative Entity File

1. Automatic match. The following conditions constitute an automatic match of administrative entity
records on the import file and the prior-year file:

» WinPLUS checks records to see if the LIB ID# and NAME (of library) on the import file
exactly match the data on the prior-year file. If both match, the records are considered
an automatic match, and the FSCS ID# is used.

» If WIinPLUS can match only one of these data elements on the import file and the prior-
year file, the matching routine also attempts to match any two of the following data
elements: ADDRESS, CITY, ZIP, or PHONE. If this condition is met, the record is
considered an automatic match.

2. Conditional match. A match on only one of the six data elements described above constitutes a
conditional match.

The criteria for automatic and conditional matches are summarized below:

NAME ADDRESS, CITY,
DATA MATCHING ACTION LIB ID# (of Library) ZIP, PHONE
Yes Yes None
Automatic Match Yes No Any 2 of the 4
No Yes Any 2 of the 4
Yes No None or any 1 of the 4
Conditional Match
(WIinPLUS prompts user No Yes None or any 1 of the 4
for match)
No No Any 1 of the 4
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In a conditional match, WinPLUS displays both administrative entity records on a ‘split-screen’
and prompts the user to confirm whether there is a specific library record match. In the following example,
the LIB ID# and only one of the other four variables match, so this is a conditional match. (Note: The
FSCS ID# is not displayed on the current-year side of the data matching screen, as it is considered
premature to include it on the current-year record at this point.)

DATA MATCHING - ADMINISTRATINVE ENTITY

— Prior vear Data Current Year Data
LIE 1D #: |4R0043-002 FSCSID #  [sROD42 LIE 1D #: [smO043-002
M arne: M arne:
|TF|LIM.-’-‘~NN FUELIC LIBRARY |THLIM.-’-‘«NN LIERARY
Addrezs: Addrezs:
1300 WEST MAIN [1300 MAIN
City: [TRUMANN City: |TRUMAN
il | = |?24?2 ZIF+4: Inn?g i | =5 |?24?3 ZIF+4: Ing?g
Phone:  |[570)-483-7744 Fhone:  |[370)-483-7254
x|
@ This current wear Administrative Entity matched a prior vear record on the Field:
LIEBID
Are these two records For the same Administrative Enkiky?
Yes Mo | Cancel I

After a conditional match is found, the user clicks on ‘Yes’ to accept the match or ‘No’ to reject it.
The record is then updated with the new information and WinPLUS moves on to the next record. Select
‘Cancel’ to return to the WinPLUS Main Menu.

Note: Be especially careful when importing data for new libraries that are really structure
changes. For example, if two library systems merge and the administrative entity keeps the address of one
of the old systems, WinPLUS may read this as a conditional match between the new entity on the import
file and the old entity on the prior-year record.

The matching routine is not case sensitive. A library name entered in upper-case letters
(e.g., 'MAIN LIBRARY”) will be successfully matched with a library name entered in lower-case letters
(e.g., 'Main Library).

Before continuing to the next record, WinPLUS checks for name and address changes from the
prior-year record to the import record just matched (whether an automatic or conditional match).

WinPLUS Version 2.6 21



ESCS

5.3.1.2 Matching Routine for the Outlet File

1.

Automatic match. The following conditions constitute an automatic match of outlet records on the

import file and the prior-year file:

>

WinPLUS checks records to see if the LIB ID#, NAME (of library), and Outlet Type Code on
the import file exactly match the data on the prior-year file. If all three match, the records are
considered an automatic match and the prior-year FSCS ID# is used.

If WinPLUS can match only two of these data elements (the LIB ID# and Outlet Type Code),
the matching routine also attempts to match any two of the following data elements:
ADDRESS, CITY, ZIP, or PHONE. If this condition is met, the record is considered an
automatic match.

If WinPLUS can only match the NAME (of library) and Outlet Type Code, the matching
routine also attempts to match any two of the following data elements: ADDRESS, CITY,
ZIP, or PHONE. If this condition is met, the record is considered an automatic match.

Conditional match. A match on only one of the six data elements described above constitutes a

conditional match. The Outlet Type Code is not used for a conditional match.

The criteria for automatic and conditional matches are summarized below:

NAME OUTLET ADDRESS, CITY,
DATA MATCHING ACTION LIB ID# | (of Library) TYPE ZIP, PHONE
Yes Yes Yes None
Automatic Match Yes No Yes Any 2 of the 4
No Yes Yes Any 2 of the 4
Yes No N/A None or any 1 of the 4
Conditional Match
(WInPLUS prompts user No Yes N/A None or any 1 of the 4
for match)
No No N/A Any 1 of the 4
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In a conditional match, WinPLUS displays both outlet records on a ‘split-screen’ and prompts the
user to confirm whether there is a specific library record match. In the following example, the LIB ID#
matches, so this is a conditional match. (Note: The FSCS ID# is not displayed on the current-year side of
the data matching screen, as it is considered premature to include it on the current-year record at this
point.)

DATA MATCHING - OUTLETS

— Prior Wear Data Current vear Data
LIE 1D #: IAHDzE.DDz FSCS 1D #: IAHDD2E LIB 1D #: |ap02a-nne
M arne: M arne;
|TE><.-'3~F|K.-’-'~N.-“-':. PUBLIC LIBRARY |TE><.-'3.F|KAN.-’-'« LIERARY
Address: Address:
|EiEIEI WEST 3RD STREET |EiEIEIW JRD STREET
City: | TERARKANA City: | TERARKANA
ZIP: |?55|:|1 ZIP+4: |5|:|54 ZIP: |?55|:|2 ZIP+4: |5|:|54
Fhone: |[903)-794-2149 Fhone:  |[903)-794-2145
Clutlet Type: I':E Cutlet Type: IEE

WinPLUS |
@ This current wear Qutlet matched a prior wear record on the Figld:
LIBID

Are these bwo records For the same Outlek?

s Mo Cancel

After a conditional match is found, the user clicks on ‘Yes’ to accept the match or ‘No’ to reject it..
The record is then updated with the new information and WinPLUS moves on to the next record. Select
‘Cancel’ to return to the WinPLUS Main Menu.

Be especially careful when importing data for new libraries that are really structure changes. For
example, if two library systems merge and the administrative entity keeps the address of one of the old
systems, WinPLUS may read this as a conditional match between the new entity on the import file and the
old entity on the prior-year record.

Note: The data matching routine is not case sensitive. For example, a library name entered in
upper-case letters (e.g., 'MAIN LIBRARY") will be successfully matched with a library name entered in
lower-case letters (e.g., 'Main Library’).

Before continuing to the next record, WinPLUS checks for name and address changes from the
prior-year record to the import record just matched (whether an automatic or conditional match).
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5.3.2 Checking for Name and Address Changes

While in the data Matching Routine, WinPLUS automatically checks for name and/or address
changes so that the change can be tracked in the historical file if appropriate.

Name (of library) Change. When a user updates a name in an import record, the ‘Import Name Change’
window is automatically displayed below the split screen showing the import and prior-year data.

WinPLUS - Match

DATA MATCHING - ADMINISTRATIVE ENTITY

— Prior ‘v'ear Data Current “r'ear [ ata
LIE I #: |amon0-002 FSCS 1D & |sRo010 LIE 1D #: |amon0-002
M ame: M ame:
|COLUMBIA COUNTY LIBRARY |1
Address: Address:
|220 EAST MAIN STREET |220 EAST MAIN STREET MAGNOLIA
Lie  JMAGNOLIA Litw JMAGNOLIA
il | =5 I;-'-| 753 ZIF+4: IDEEB ZIF: ID;-'-] 75 ZIF+4: IUEEB
Fhone:  [370)-234-1991 Fhone:  |[570)-234-1931

Import Name Change il
The Mame iz not what it was last year.

1. Thiz Adminiztrative Entity haz officially changed itz Cancel |

M ame.
2. Thiz iz now the preferred speling of the Mame.

3. Laszt year's Hame should be uzed instead of this
year's,

E

 Type ‘1, then select ‘OK’ to select “This Administrative Entity has officially changed its name”
when the library name was officially changed.

» The user is prompted “Is this a Structure Change (Y/N)?” (The types of administrative entity
structure changes are listed in the WinPLUS screen on page 26. Outlet structure changes are
listed in the screen on page 37.) Type ‘N’ to simply track the name change in the historical
changes database. Type ‘Y’ to confirm that the record will need a structure change.

* Type ‘2', then select ‘OK’ to select “This is now the preferred spelling of the Name.” when a
correction was made to the library name because of a data entry error.

» Type ‘3, then select ‘OK’ to select “Last year's Name should be used instead of this year's.” if you
want to keep the prior-year name.

WinPLUS then automatically checks for address changes for the same record.

24



FSCS WinPLUS MAIN MENU OPTIONS

Address Change. When the user updates an address in an import record, the ‘Import Address Change’
window is automatically displayed below the split screen showing the import and prior-year data. Select
one of the three options displayed.

WinPLUS - Match

DATA MATCHING - ADMINISTRATIVE ENTITY

— Priar Y'ear Data Current vear Data
LIE 1D #: |aR0071-009 FSCSID #: [aRo00d LIE ID #: |apO07-009
M arne: M arne:
IEENTH.E‘-.L ARKAMNSAS LIBRARY SYSTEM IEENTH.-‘-‘-.L ARKEAMNSAS LIBRARY SYSTEM
Address: Address
|1EIEI ROCK. STREET |F'EI 100ROCK STREET
Ciy: |LITTLE ROCE. City: |LITTLE ROCE
| = I?zgm ZIP+4d: |4593 | = I?zzm ZIP+4d: |4593

Phone: N
e e —— zl

The Street Address is not what it was last year,

1. Thiz Administrative Entity haz moved o a new Cancel |
lozation.

2. Thiz iz now the preferred Street Addresz [same
location).

3. Laszt vear's Street Addrezs should be uzed instead of
thiz year's.

2

» Type ‘1, then select ‘OK’ to select “This Administrative Entity has moved to a new location.” when
the library moves its physical location.

* The user is prompted “Is this a Structure Change (Y/N)?” (The types of administrative entity
structure changes are listed in screen on page 26. Outlet structure changes are listed on page
37.) Type ‘N’ to simply track the address change in the historical changes database. Type ‘Y’ to
confirm that the record will need a structure change.

* Type ‘2, then select ‘OK’ to select “This is now the preferred Street Address (same location).”
when a correction was made to the library address because of a data entry error.

* Type ‘3, then select ‘'OK’ to select “Last year’'s Street Address should be used instead of this
year's.” if you want to keep the original address.

After all matches are complete and name and address changes checked, WinPLUS begins the
structure change routine.
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5.3.3 Structure Change Routine

After all matches are complete and official name and address changes recorded, if one or
more records from the administrative entity or outlet import file still is not matched to the previous year's
file, WinPLUS automatically begins the structure change routine. Note: You cannot make more than
nine structure changes during a single WinPLUS session. To make more than nine structure
changes, 'Quit' and restart WinPLUS.

WinPLUS ) x|
You cannot make more than nine structure changesduring a single session of WinPLLUS,

Continue with the current change and

then Quit and restart WinPLLUS,

ADMINISTRATIVE ENTITY STRUCTURE CHANGES DURING MATCHING ROUTINE

An ‘Administrative Structure Change’ menu with several options is automatically displayed if one
or more records from the administrative entity import file are not matched to the prior-year file. These
options will vary depending on the type of match found. The options are described below.

1. DATA FOUND IN CURRENT YEAR — NO MATCH IN PRIOR YEAR

When data are found in the administrative entity import file, but no match is found in the prior-year
file, three types of structure changes are available: Add a new administrative entity, restore a previously
deleted administrative entity, or delete the record from import.

 WinPLUS - =aboh A anEa FY -4

| DaTA FOUND IN CURRENT vEAR - RO MATCH 1IN PRIOR YEAR

Cumsarit v maa Dk
| Adiminiairaive Suciing Changa

LBDE  BEaMINE
™ k] Heny dudrmresty siree Entitp
! F Che
| e
H L [TRIERN UBRSAY
~
LR Iﬁnm
.
O [TAUMEN
I Festioie Presvamashy [ bt & diweil plave Erilp
I~ Delebs Facoid hiem bapod ar [ram
| i~ ars  [mrz

|
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> Add New Administrative Entity

To add a completely new administrative entity record, select ‘Add New Administrative Entity’ from
the ‘Administrative Structure Change’ menu and then select ‘Continue’. The program assigns the new
entity a new FSCS ID#. Click ‘OK’ to continue to the next structure change.
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» Restore Previously Deleted Administrative Entity

To restore an administrative entity record, choose ‘Restore Previously Deleted Administrative
Entity’ from the ‘Administrative Structure Change’ menu. (Note: The deleted record is restored from the
historical database and becomes a current record under its original FSCS ID#.)

WinPLUS - Administrative Structure Changes Arkansas

Festare Administrative Entity record
Select an Administrative to Bestore
FSCS LIBID LIBMAME CITY
»
AROOES AROT9-007 WEST MERMPHIS PLUBLIC LIBRA SEARCY
Restore Cancel

Choose the administrative entity to restore from the list of administrative entities by clicking on the
gray box to the left of the name. The entire row must be highlighted. Please be sure to pick the
administrative entity that you have been working with in the match. Choose ‘Restore’.
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{l WinPLUS - Administrative Structure Changes Arkansas FY-2004
L Festore Administrative Entity record J
| 14 FsCs: [ARO045 |
I |dentifization

o LigiD;  JARD04S

11 Caunby: |BENTEIN

02 Marme: IDECATLIH FPUELIC LIBRARY

Street Address Mailing Address
03 Address: [P 0 B0 247 (249 5. MAIN) 07 Address: |2
04 Ciky: |DEE.-'—‘~TLIF| 03 Ciky: |.2
05 ZIP: IW 0E ZIF+4: [gza7 ns ZIP: Ig— 10 ZIP+4: |-|—

12 Phone:

|5|:|1 FRz-7aza 13 WebAddiess: hittped? |_2

14 Interlib. MO

17 Fscspe N =]

Rel.:
15 Legal Cl = o =
Eazis 18 Geo.:
16 Adrmir. SO w- 13 Eoundary I - I
Change: N

Eancelﬂestnrel Save Mow | Cancel Ehangesl

Exit |

The historical database only restores data for data elements 1 through 19. Enter the data for the

remaining items now or later via the WinPLUS Main Menu option ‘View/Update Administrative Entity or
Outlet Records’. Select ‘Save Now’ or ‘Exit’ to save the changes or ‘Cancel Restore’ to cancel the
procedure.

» Delete Record from Import

This option allows the user to 'bail out’ of importing a record that does not match the user’s

current-year template file. Canceling a record from import allows the import to proceed, but the original
record is still in the import file. The user must edit the record, make a structure change, or correct an
error. Otherwise the user will have to cancel the same record each time an import is performed. Select
‘Delete Record from Import’ from the ‘Administrative Structure Change’ menu and then choose ‘Continue’
to ‘bail out’ of importing a record. The program will automatically resume processing the next import file
structure change.
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2. DATA FOUND IN PRIOR YEAR — NO MATCH IN CURRENT YEAR

When data are found in the prior-year file, but a match is not found in the administrative entity
import file, five types of structure changes are available: Change from an administrative entity to an outlet,
merge two or more administrative entities, deleted a closed administrative entity, delete an incorrect
record, or retain the prior-year record.
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» Change from Administrative Entity to Outlet

To change an administrative entity record to an outlet record, select ‘Change from Administrative
Entity to Outlet’ from the ‘Administrative Structure Change’ menu. The administrative entity that changed
to an outlet is tracked in the historical database under its original FSCS ID# and the new outlet's FSCS
ID#.

WinPLUS - Administrative Struckture Chal

L Change Administrative Entity to an Outlet J
|dentification

01 LBID:  JARO064 02 Mame: |CALHOUN COUNTY PUBLIC LIBRARY

Street Address kailing Address
03 Address: {103 2ND STREET 07 Addess: [p.0BOX 1162
04 City: [HAMPTON 08 City:  [HaMPTOM
05 ZIP: 71744 iFedwinpLus Xl 10 ZIP+4: [1162
11 Coumty: ||:,.-.‘.,|_HE|LIN Change this Administrative Entity to an Outlet?
12 Phore: |5m-918-3000 13 ¥ Yes Mo |
L (I 17 FscspL ¥
15 Legal co - . cor -

B asiz 18 Geo.:
16 Adrmin. MO 13 Boundarny I vI
Chanage:

You will receive the message ‘Change this Administrative Entity to an Outlet?’ Select ‘Yes' to
change the administrative entity to an outlet. Select ‘No’ to cancel the structure change.
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If you select ‘Yes’ and outlets exist for the administrative entity selected to change to an outlet,
you are prompted with the message ‘Outlets exist. You must first delete all outlets associated with this
Entity.” The structure change is canceled. You must reconcile the outlets before the administrative entity
can be changed to an outlet. This is because outlets must be attached to an administrative entity. To
reconcile the outlets, return to the WinPLUS Main Menu and then select option ‘Outlet Structure Changes’
and follow instructions in section 5.7—Outlet Structure Changes. After all outlets have been reconciled,
return to WinPLUS Main Menu option ‘Administrative Entity Structure Changes’. Follow the instructions
for ‘Change from Administrative Entity to Outlet’.

WinPLUS - Administrative S

L Change Administrative Entity to an Cutlet J
| deritification
o1 LgiD:  JBRODG4 02 Name |CALHOUN COUNTY PUBLIC LIBRARY
Street Addrezs Mailing Addresz
U3 Address: {103 2ND STREET U7 address: [P0 BOX 1162
04 it [HAMPTON 08 Ci:  [HaMPTOM

11 County: [CalHOUI  ©utlets exist, You must First delete all outlets associated with this Entity.

14 Interlib. NO - . I“l’ VI
Fel: 17 FSCS PL:
15 Legal co w- 18 Geo: col -

B asiz:

16 Adrmin. MO - 13 Boundary I vI

Chanage:

If you select ‘Yes’ and all outlets are reconciled, you will be asked, ‘Select an Administrative Entity
to be the parent record for this Administrative Entity that you are changing to an Outlet’. Select the
administrative entity that will become the parent record by clicking on the gray box to the left of the names.
The entire row must be highlighted. Select ‘Continue’ to complete the structure change.

You must enter data for the new outlet for data elements #9-Outlet Type Code, #10-Metropolitan
Status Code, #11-Square Footage of Outlet (if the outlet type code is CE or BR), and #12-Number of
Bookmobiles. Use WinPLUS Main Menu option ‘View/Update Administrative Entity and Outlet Records’
for data entry.
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» Merge Two or more Administrative Entities

To merge administrative entity records, select ‘Merge Two or More Administrative Entities’ from
the ‘Administrative Structure Change’ menu, and select ‘OK’ to continue. (Note: WinPLUS automatically
assigns the new administrative entity a new FSCS ID#. The number assigned is the next highest FSCS
ID# from the one previously assigned. All centrals, branches, and bookmobiles are carried over to the
new administrative entity record. The old administrative entities that merged are tracked in the historical

database under their old and new FSCS ID #s.)

WinPLUS - Administrative Structure

kerge Administrative Entities
Select Adminigtrative E ntity[iez)
LIBID LIBMARME CITY FSCSKEY &
p |AROOT-009 CEMTRAL ARKAMSAS LIERARY SYSTEM LITTLE ROCE, ARODOOT |
AROOZ -2 -2 AROOOZ
ARDD3 MORTH ARKANSAS REGIOMAL LIBRARY  [YELLWILLE ARDDOZ
AROOO4-023 SOUTHWEST ARKAMSAS REGIOMAL LIBRAIHOPE AROOO4
ARDOOS-011 MID ARKAMSAS REGIOMAL LIBRARY MaLVERM ARDDOS
ARO0E-004 GARLAMD COUNTY LIBRARY HOT SPRIMGS ARDDOE
Brio07 003 x Brio07
AROOS-002 ARDDOS
ARDO9-002 Select bwo or more Administrative Entities to be Merged. ARDODG
AROT0-002 ARODO
ARODTT-002 K I Cancel | ARDOT
ARDT2-004 ARODM 2
ARO3 MORTHEAST ARKAMNSAS REGIOMNAL LIBRARPARAGOLILD AROO 3
ARDD 4016 SOUTHEAST ARKAMSAS REGIOMAL LIBRARMOMTICELLD ARDO 4
ARDT5-003 PHILLIPS-LEE-MOMROE REGIOMAL LIERARYHELEMA ARDNS
ARDE WwLLLAM F. LaMaM PUBLIC LIBRARY MORTH LITTLE ROCE,  |ARODE
AROT7-002 FAULKMER AN BUREM REGIOMNAL LIBRART CONwWAY AROM T
ARDT9-007 WHITE COUMTY REGIOMAL LIBRARY SYSTHSEARCY ARDDNS
ARD20-002 BARTOM LIBRARY EL DORADD ARO020

Continue Cancel

Next, select the administrative entities to be merged by clicking on the gray box to the left of the
names. The entire row must be highlighted. Please be sure that the record with no match in the current

year (that you are working on) is one of you selections.

WinPLUS Version 2.6
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You will then receive the message ‘Do you want to carry over one of the Administrative Entities?’
If you select ‘Yes’, you are prompted to ‘Select Administrative Entity to carry over’. Select the
administrative entity to carry over by clicking on the gray box to the left of the name. The entire row must

be highlighted.

WinPLUS - Administrative Structure

kMerge Administrative Entities

Select Adminiztrative Entibyfies]
LIBID LIBMARME CITY FSCSEEY = |
AROO4G003 SALIME CO LIBRARY BEMTOM AROO4E
p |AROOE4 CALHOUM COUNTY PUBLIC LIBRARY HARMPTOM ARDOE4

=

Do wou wank o carey over one of the Administrative Entities?

Yes Mo |

The name and address information for the entity you selected will carry over to the new entity. If
you select ‘No’, these items are left blank for you to fill in the new information.
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> Delete Closed Administrative Entity

To delete an administrative entity that has closed, choose ‘Delete Closed Administrative Entity’
from the ‘Administrative Structure Change’ menu and select ‘Continue’. (Note: The closed administrative
entity record is deleted from the administrative entity file, but is automatically tracked in the historical
database under its original FSCS ID# and can later be restored.)

The next screen asks ‘Do you want to delete this Administrative Entity and all of its Outlets?’

WinPLUS - Administrative Structure Cha

L Close Administrative Entity J
| 14 FSCS: [&R0064 |
|dentification
01 LBID:  1ARO0E4 02 Name: |CALHOUN COUNTY PUEBLIC LIBRARY
Street Addrezs bk ailing Address
U3 Address: (103 2MD STREET U7 Address: [P0 B0 1162
04 City: [HaAMPTON 03 City: [HAMPTON

052F:  [ri7as fiPet iz

11 County: ImLHDLIN Do vwou wank bo delete this Administrative Entity and all of its Outlets?

12 Phore: |3,‘.-'|:|.?98.44 Yes Mo |

14 Interlib.

Rl o =] 47 pseseu v =

15 Legal IED vI . Jcot -
B azis: 18 Geo.

IMD "I 19 Boundary IY "I

16 Admin.
Change:

Choose ‘N0’ to cancel, or ‘Yes’ to delete the closed administrative entity.

Note: If an administrative entity did not report any data this year but did not close or
merge with another entity, please retain it on the file and enter —1 for the data elements.
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» Delete Incorrect Record

To delete an incorrect administrative entity, choose ‘Delete Incorrect Record’ from the
‘Administrative Structure Change’ menu and select ‘Continue’. (Note: The deleted administrative entity is
tracked in the historical database under its original FSCS ID# and can later be restored.)

WinPLUS - Administrative Structure Ch

L Delete incorrect Administrativye Entity record J
| 14 F5CS: [ARO0ES |
|dentification
0 LEID: JAR00B4 g5 pame JCALHOUN COUNTY PUBLIC LIBRARY
Street Address t ailing Address
U3 Address: [109 2ND STREET U7 Address: [p 0 BOX 1162
04 City: [HarPTON 05 City: |HAMPTON

052F:  [ri7as | T e

11 County: IEALHI:ILIN Do wou wank o deleke this Administrative Entity and all of its Cutleks?

12 Phone: IB?D-?33-44 Yes Mo |

14 Interlib.

Rl o =] 47 pscepe [¥
15 Legal ||:|:| vI . |co1 -
B asiz 18 Geo.:
16 Adrmin. IMD vI 19 Boundary I‘T' vI

Change:

Choose ‘Yes' to delete, ‘No’ to cancel. If you choose ‘Yes’, you will receive the message ‘Delete
completed'.

Note: If an administrative entity did not report any data this year but did not close or
merge with another entity, please retain it on the file and enter -1 for the data elements.

» Retain Prior-Year Record

This option allows the user to retain the prior-year data when a prior-year record is not matched
on the current-year import file. Select ‘Retain Prior Year Record’ from the ‘Administrative Structure
Change’ menu and then choose ‘Continue’ to retain the prior-year record. The program will automatically
resume processing the next import file structure change.
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OUTLET STRUCTURE CHANGES DURING MATCHING ROUTINE

An ‘Outlet Structure Change’ menu with several options is automatically displayed if one or more
records from the outlet import file are not matched to the prior-year file. These options will vary depending

on the type of match found. The options are described below.

1. DATA FOUND IN CURRENT YEAR — NO MATCH IN PRIOR YEAR

When data are found in the outlet import file, but no match is found in the prior-year file, three
types of structure changes are available: add a new outlet, restore a previously deleted outlet, or delete

the record from import.

OATA FOUND IN CURRENT YEAR - NO MATCH IN PRIOR YEAR
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» Add New Outlet

To add a completely new outlet record, select ‘Add New Outlet’ from the ‘Outlet Structure Change’

menu’. A window prompts the user to ‘Select a parent Administrative Entity for this Outlet.’

WinPLUS - ODutlet Structure Changes

Add new Outlet
Select an Administrative E ntity that you will be adding thiz Outlet bo
LIBID LIBMHARME CIT FSCSKE™Y =
p |AROO1-009 CEMTRAL ARKAMSAS LIBRARY SYSTEM LITTLE ROCE, ARODOOT |
AROOZ WASHINGTOM COUNTY LIBRARY SY'STEM [FAYETTEWILLE AROODZ
ARDO3 MORTH AREANSAS REGIOMAL LIBRARY  [YELLVILLE ARDOOZ
AROOD4-023 SOUTHWEST ARKAMSAS REGIOMAL LIBRAIHOPE AROOND4
ARDOOS-011 MID ARKAMSAS REGIOMAL LIBRARY MalvYERM ARDOOS
AROOE-004 GARLAMD COUMNTY LIBRARY HOT SPRIMNGS ARDODE
ARDOF-003 N WinPLUS =|E ARODOOF
AROOE-002 F 3 ARDOOS
ARDDI-00Z C  Select a parent Administrative Entity For this Outlet, |5 ARDODG
AROT0-002 -1 AROOTO
ARD1-002 M H AROOTH
AR 2-004 A LE ARDOTZ
AR 3 MORTHEAST ARKAMSAS REGIONAL LIBRARPARAGOLLD AROOT3
ARDO 4016 SOUTHEAST ARKAMSAS REGIOMNAL LIBRARMOMTICELLOD ARDOT4
AROT5-003 PHILLIPS-LEE-MOMROE REGIOMNAL LIBRARYHELEMA ARDOTS
ARG WwLLIAM F. Lakar PUBLIC LIBRARY MORTHLITTLE ROCK.  |ARODE
ARDT7-002 FAULKHER-VAM BUREM REGIOMAL LIERARTCOMNWAY AROOTT
ARDTS-007 WHITE COUNTY REGIOMAL LIBRARY SYSTHSEARCY AROOTS
ARDZ0-002 BARTOM LIBRARY EL DORADD AROOZO

Continue Cahcel

Select the administrative entity that will be the parent to the outlet by clicking on the gray box to
the left of the names. The entire row must be highlighted. Select ‘Continue’ to proceed. Next, the ‘Add
New Outlet’ data entry screen window is displayed with the pop-up message ‘Add Complete’.

WInPLUS assigns the new outlet an FSCS ID#. The number assigned is the same as the
administrative entity to which the outlet was added, with the addition of a three-digit suffix to uniquely
identify the new outlet.
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> Restore Previously Deleted Outlet

To restore a previously deleted outlet, select ‘Restore Previously Deleted Outlet’ from the ‘Outlet
(Note: The deleted record is restored from the historical database and
becomes a current record in the outlet database. The outlet’'s old FSCS ID# is retained.) A list of outlets

Structure Change’ menu'.

that may be restored is displayed.

WinPLUS - Dutlet Structure Changes

Arkansas

FY-2004

Festare Outlet record

Select an Outlet to Restore

ARO003

ARDO3-014

BULL SHOALS LIBRARY

F5SCS LIEID LIEMNAME CITY

ARO0TZ AROZ ARKANSAS RIVER YALLEY REQ DARDANELLE
AROOT2 ARD2-002 ARKANSAS RIVER YALLEY REQ DARDANELLE
AROOTS ARD3-004 BRADFORD PUELIC LIBRARY |ERADFORD
AROOTO ARD0-006 BRADLEY PUBLIC LIBRARY  |ERADLEY
AROO4E ARO05-004 BRTANT BRANCH LIBRARY  |BRVANT

BULL SHOALS

AROOOS ARO0S-007 CARTHAGE BRAMCH LIBRARY |CARTHAGE
AROOM AROOD7-013 CEMTRAL ARKANSAS LIBRARYLITTLE ROCK
AROOOM AROO7T-003 CENTRAL ARKANSAS LIBRARYLITTLE ROCK
AROO24 ARO24-005 CHERAY WALLEY PUBLIC LIBR4 CHERRY WALLEY
AROOT4 ARO32-002 CHICOT COUNTY LIBRARY LAKE WILLAGE
AROOEZ ARDTO-011 CHIDESTER PUBLIC LIERARY |CHIDESTER
AROOTO AROTO-011 CHIDESTER PUBLIC LIERARY |CHIDESTER
ARDDZE AROZE-002 CLEVELAWD COUMNTY LIBRARY RISOMN
AROO AROT0-003 CLOC REGIOMAL LIBRARY MAGHOLLA
AROOZ3 ARDOOZ-003 COLLEGE ERAMCH LIBRARY  [MOUNTAIN HOME
AROO AROTO-0M3 COLUMELA COUMTY PUBLIC LIE MAGHOLLA
AROD45 ARO045-002 DECATUR PUELIC LIBRARY  |[DECATUR
Tl ..-mn.rnm T T P =l =W TN Y

Restare Cancel

Select the outlet that will be restored by clicking on the gray box to the left of the names. The
entire row must be highlighted. Please select the outlet record that you have been working with in the

match. Select ‘Restore’ to proceed with the structure change.

WinPLUS Version 2.6
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Next, a window showing the outlet is displayed. The user will be asked ‘Do you want to restore
this Outlet?’

WinPLUS - Outlet Structure Ch

L Festore Outlet record J

Outlets

01 LIBID: [2Ro03-014 14 FSCS ID:|aR0003 014

02 Mame: |EULL SHOALS LIBRARY
E

03 Address: [P 0. B0 405
04 City: |BL|LL SHOALS Do wou wank ko restore this Outlet? |M.-'1'«HIEIN

05 21 [72619 06 ZIP+4: [ res | ne | |[501-4454625

09 Outlet Type Code: BR 11 Square Footage: I 2

10 Metropolitian Status code: IND -'I 12 Murnber of Bookmobiles: I 0

Select ‘Yes' to continue with the restore. Select ‘No’ to cancel the restore and return to the ‘Outlet
Structure Change’ menu’. When the user selects ‘Yes’, the outlet record is restored from the historical
database and again becomes a part of the outlet database under its original FSCS ID#. The ‘Outlet
Structure Change’ menu is then displayed.

» Delete Record from Import

This option allows the user to 'bail out’ of importing a record that does not match the user’'s
current-year template file. When ‘Delete Record from Import’ is selected, the record is not imported into
the file, but the original record is still in the import file. Select ‘Delete Record from Import’ from the ‘Outlet
Structure Change’ menu and then choose ‘Continue’ to ‘bail out’ of importing a record. The program will
automatically resume processing the next import file structure change.
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2. DATA FOUND IN PRIOR YEAR — NO MATCH IN CURRENT YEAR

When data are found in the prior-year file, but a match is not found in the outlet import file, five
types of structure changes are available: move outlet to its own (newly created) administrative entity,
merge two or more outlets, delete a closed outlet, delete an incorrect record, or retain the prior-year
record.
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> Move Outlet to its Own (Newly Created) Administrative Entity

To move an outlet record to a newly created administrative entity, select ‘Move Outlet to its Own
(Newly Created) Administrative Entity ' from the ‘Outlet Structure Change’ menu. The outlet that changed
to an administrative entity is tracked in the historical database under its old FSCS ID# and the new FSCS

ID#. The following screen is displayed.

WinPLUS - Outlet Structure Changes Arkans

L bonee Outlet to Mewly Created Administrative Entity J

Outletz

01 LB ID: [aR026-002 14 FSCS ID-aRo0zs ooz

02 Mame:  [TERARKANA PUBLIC pinctre.
>

03 Address: |EEIEI WEST 3RD STRE

Move this Qutlet bo a Mew Administrative Entity?

04 City: |TExaRKANA LER
05 ZIF:  [7ssm | 06 2P Vos Mo | 2280129
03 Outlet Type Code: CE = 11 Square Footage: I 20,000

10 Metropalitian Status code: ||:|: vl 12 Murnber of Bookmobiles: I 0
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If you select ‘Yes’, the ‘Move Outlet to Newly Created Administrative Entity’ data entry screen is
displayed. Please enter data for the newly created administrative entity. Select ‘Save Now’ or 'EXxit' to
save the new administrative entity record, or select ‘Cancel Outlet Move’ to cancel the structure change.

WinPLUS - Outlet Structure Changes Arkansas FY-Z004
L towve Qutlet to Mewly Created Administrative Entity J
| 14 F5CS: [6R0070 |
| deritification
R e R 0070 02 Name: MRKANSAS RIVER VALLEY REGIONAL LIBRA
Street Addrezs Mailing Addresz
U3 Address: (501 NORTH FRONT STREET U7 Address: |7
04 Cin:  |DARDANELLE 08 Ciy: |2

05 ZIP: |?2334 06 ZIP+4: [3507 03 ZIF: |_2 10 ZIP+4: I_-|

11 County: |YELL

12 Phone: |5|:|1 2oqgq1s 13 web address: httpe/s |.2

14 Interlib. |.2 vI 17 FSCS PL: I? VI

Fel:
15 Leqal |.2 vI . |.2 vI
Basiz 18 Geo.:

16 Adrin. |.2 vI 13 Boundary I? vI
Chanage:
Cancel Outlst | Save Mow | Cancel Changes | E xit |

b ove
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» Merge Two or more Outlets

To merge two or more outlets, select ‘Merge Two or More Outlets’ from the ‘Outlet Structure
Change’ menu and select ‘Continue’. (Note: WinPLUS automatically assigns the new outlet a new FSCS
ID#. The old outlets that merged are tracked in the historical database under their old and new FSCS
ID#s.) Next, you will be prompted to ‘Select two or more Outlets to be Merged’ from a list of all outlets.

WinPLUS - ODutlet Structure Changes

kMerge Qutlets
Select an Outlet]s]
LIBID LIBMHARME CITY FSCSKEY = |
p |AROOT-004 ADOLPHIME F. TERRY BERAMCH LIBRARY  [LITTLE ROCK. ARDOOT —]
AROOOT-010 AEROSPALCE LIBRARY LITTLE ROCE. ARDOOT
AROOT-005 Akt SAMDERS BERAMCH LIBRARY SHERWOOD ARDOOT
AROO1-009 CEMTRAL ARKAMSAS LIBRARY SYSTEM LITTLE ROCE. ARDOOT
AROOT-002 JOHM GOULD FLETCHER ERAMCH LIBRARYLITTLE ROCK. ARDOOT
ARDOOT-011 mMALUMELLE PUELIC LIBRARY MALMELLE ARDOOT
ARODOT-007 IR WinPLUS ¥| ILLE ARDOOT
AROOT-006 MI=0M OMWILLE ARDOOT
ARDD]-003 DEE Bl  Seleck bwo or more Outlets to be Merged. FROCE ARDOO
ARDOOT-M 2 SUE C t ROCE. AR0007
AR0043-007 ALk | (8]4 I Cancel | ARO048
AROO48-002 CEDAF AvILLE AROO4S
ARODOZ-015 ELEIMNS PUBLIC LIBRARY ELEIMNS AROODZ
AROOZ-003 FAYETTEVILLE PUBLIC LIBRARY FAYETTEVILLE AROODZ
AROOZ-009 GREEMLAMD PUBLIC LIBRARY GREEMLAMD AROODZ
AROOZ-010 LIMCOLM PUBLIC LIBRARY LIMCOLM AROOOZ
AROO48-003 MOUMTAIMEURG PUBLIC LIBRARY MOUNTAIMEURG ARDO4S
AROD48-004 MULBERRY PUBLIC LIBRARY MIULEERRY ARODAS
ARDOZ-011 PRAIRIE GROWE PUBLIC LIBRARY FRAIRIE GROYE AROOOZ
Continue Cancel

Select the outlet records to be merged by clicking on the gray box to the left of the names. The
entire row must be highlighted. Please be sure that one of your selections is the outlet record that has no
match in the current year. If you select ‘Continue’ to proceed with the merge, a message will ask ‘Do you
want to carry over one of the outlets?’
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WinPLUS - Outlet Structure

kMerge Outlets

Select an Outlet(s]

LIBID LIBMARE CITY FSCSKEY = |
ARO0T-008 M0 LIBRARY JACESOMYILLE AROO01
p [AR00T-007 kL& LIBRARY PERRBYILLE ARDO07
=

Do you wank ko carry over one of the Outleks?

Yes Mo |

If you choose ‘Yes’, you will be prompted to ‘Select Outlet to carry over’. (Note: Information from
this outlet will be inserted in the newly merged outlet.)

After you select the outlet to carry over, a list of all administrative entities is displayed with the
message ‘Select a parent Administrative Entity for this Outlet.” Select the administrative entity for the new
outlet by clicking on the gray box to the left of the names. The entire row must be highlighted.

The ‘Merge Outlet’ data entry screen will be displayed for the newly merged outlet. Please enter
any missing data for the newly merged outlet, and then select ‘Save Now’ or 'Exit' to save the new outlet
record, or select ‘Cancel Merge’ to cancel the structure change and return to the ‘Outlet Structure Change’
menu.
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» Delete Closed Outlet

To delete a closed outlet, select ‘Delete Closed Outlet’ from the ‘Outlet Structure Change’ menu

and select ‘Continue’. Select ‘Yes' to delete the closed outlet, or ‘No’ to return to the ‘Outlet Structure
Change’ menu. If you choose ‘Yes’, the closed outlet record is deleted, tracked in the historical database

under its original FSCS ID#, and can later be restored.)

WinPLUS - Outlet Structure C

L Close Outlet

Outlets

01 LIBID: [sRm14-006 14 FSCS 1D:aR0014 00

02 Mame:  [4RKANSAS CITY BRANCH Linoers

>
U3 Address: [DESOTO AVEMUE /PO BOS

04 City |.-’-‘«HK.-'—‘«NS.-’-‘«S oIy Do wou want ko delete this Quklet? IDESHI-'«

05 ZIF:  [7ga0 | 08 2P+ [ng ves | wo | |3

03 Outlet Type Code: ER - 11 Square Footage: I B00

10 Metropalitian Status code: IND vI 12 Murnber of Bookmobiles: I i

Note: If an outlet closes temporarily, the user should:

1. Delete the closed outlet from the file using the ‘Delete Closed Outlet’ option from the ‘Outlet Structure

Change’ menu.

2. When the outlet reopens, restore it using the ‘Restore Previously Deleted Outlet’ option from the

‘Outlet Structure Change’ menu.

Note: If an outlet did not report any data this year but did not close or merge with another

outlet, please retain it on the file and enter —1 for the data elements.
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> Delete Incorrect Record

To delete an incorrect outlet record, select ‘Delete Incorrect Record’ from the ‘Outlet Structure
Change’ menu. Next, a ‘Delete incorrect Outlet record’ data entry screen is displayed with the message

‘Do you want to delete this Outlet?’

WinPLUS - ODutlet Structure Chang

L

Delete incorrect Dutlet record J

01 LIBID:  |ap025-003

02 Mame: |.-'-‘«SHLEY COUMNTY LIBRARY

WinPLUS

03 Address: |211 EAST LIMCOLM STREE

04 Cibe  |HAMEURG

09 Outlet Type Code: ER -

Do wou want to delete this Qutlet?

05 ZIF: I;-'-| B4R 06 ZIF+4: E Vs I

14 FSCS IDil,aH 0026 00z

|

|ASHLEY
| | [s70-853-2078

11 Square Footage: I 2,700

10 Metropolitian Status code: IND vl 12 Mumnber of Bookmobiles: I 0

Select ‘Yes’ to confirm the deletion, or select ‘No’ to cancel the structure change.

Note: If an outlet did not report any data this year but did not close or merge with another
outlet, please retain it on the file and enter —1 for the data elements.

» Retain Prior Year Record

This option allows the user to keep the prior-year data for a record that is not matched on the
current-year import file. Select ‘Retain Prior Year Record’ from the ‘Outlet Structure Change’ menu and

then choose ‘Continue’ to retain the prior-year record.

WinPLUS Version 2.6
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5.4 Report of Mismatched Records

After completion of data entry (by import or keyboard), the user should select ‘Report of
Mismatched Records’ from the WinPLUS Main Menu to generate a report of prior-year administrative
entity records (FY 2003 file) that do not match (on FSCS ID#) current-year records (FY 2004 file). These
mismatches should have been resolved by either deletions, closings, merges, or changes from
administrative entities to outlets. The user should review this list for accuracy. A sample report is

displayed below:

% WinPLUS 2.6 - Report of Mismatched Records Arkansas -0 =]

Record(=) from Fv' 2003 that were not reported in Py 2004,
Mo match : FSCS ID#->4R0043 Library-> TRUMANM PUELIC LIBRARY

Print |

Choose ‘Print’ to print the report. Choose ‘Close’ to return to the WinPLUS Main Menu.
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5.5 View/Update Administrative Entity or Outlet Records

This function is used to view existing administrative entity and outlet records, or to make
changes to these records through keyboard data entry.

55.1 Keyboard and Function Keys for View/Update Records

5.5.1.1 Keyboard Keys. WinPLUS allows the use of the following keyboard keys during data
entry to view/update records:

Accepts data that the user has just typed for the current data
element and moves forward to the next data element.

When applicable, accepts data that the user has just typed
<PgUp> for the current data element and moves backward one page
or screen to the previous screen.

When applicable, accepts data that the user has just typed for
<PgDn> the current data element and moves forward one page or
screen.

<Enter> or <Tab>

5.5.1.2 Function Keys. The Function keys shown below are usually found to the far left or along
the top of the keyboard. Marked F1, F2, etc, they are used to execute WinPLUS commands
when the user is viewing or updating administrative entities or outlets.

Displays the definition for a data element while on the data

<F1>Help field. Select <Esc> to exit the definition.

<F2> Sort By Sorts by Name, LIB ID, FSCS ID, or City.

<F3> Outlets Displays the outlet(s) affiliated with the administrative entity.
<F4> Structure Changes Opens the Structure Change menu.

<F5> Save Work Saves the current record to the hard disk.

<F6> Outlet Retrieval List | Displays the Outlet Retrieval List.

<F7> Edit Check Runs edit checks on the current record.

<F8> Cancel Changes Cancels unsaved changes to the current record.

<F9> Previous Record Moves to the previous record.

<F11> Next Record Moves to the next record.

<CTRL><P> Prints the current record.

<CTRL><R> Replicates the administrative.

<CTRL><T> Re-totals the administrative entity total fields.
<CTRL><X> Exits the current record and returns to the WinPLUS Main

Menu.

5.5.1.3 Menus

You can move around in WinPLUS by clicking with your mouse, or by using the <TAB> or
<ENTER> key. Use the menu choices (File, Edit, View, and Help) at the top of your screen to do specific
activities in ‘View/Update Administrative Entity or Outlet Records’.
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5.5.2 View/Update Administrative Entity Records

To view administrative entity or outlet records, or to make changes to these records through
keyboard data entry, select WinPLUS Main Menu option ‘View/Update Administrative or Outlet Records’.
Each administrative entity record consists of three data entry screens. The top of each screen displays
the entity’s LIB ID, library name, FSCS ID, and City, for easy identification. Page 1 displays data elements
1 through 29.

Use the ‘Enter’ and ‘Tab’ keys to move from field to field on the data entry screen. When data are
entered in the last field of the first and second screens, the cursor moves to the next screen. The user
can move from screen to screen of the current administrative entity using the ‘Previous Page’ and ‘Next
Page’ keys at the bottom of the screen, or the ‘Page Up’ and ‘Page Down’ keys. Save changes by
choosing the ‘Save Work’ or ‘Exit’ keys. To cancel the changes prior to saving, select ‘Cancel Changes’.
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The user can move among different administrative entities by using the "Navigate Records"
arrows at the bottom of the screen or the <F9> and <F11> function keys. Note that pressing <F9>,
<F11>, or the “Navigate Records” arrows will also save the current record.
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When the user selects ‘Next Page’, page 2 is opened, displaying data elements 30 through 56.
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When ‘Next Page’ is selected again, page 3 is opened, displaying data elements 57 through 69.
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To access administrative entity records by LIB ID, FSCS ID, Name, or City, use the drop-down
boxes attached to these data elements to select the desired entity. The FSCS ID drop-down box is
displayed below:

F-2 -

200 E&ST STH STREET

o PP
B =t

WinPLUS Version 2.6 55



ESCS

Drop-down boxes are also included on page 1 for Interlibrary Relationship Code, Legal Basis
Code, Administrative Structure Code, FSCS Public Library Definition, Geographic Code, and Legal
Service Area Boundary Change. The drop-down box for FSCS Public Library Definition is displayed
below.

o MNP LR - Ve Upsafe Admimmstrafive Entity Srikcansas _I_Iﬁl

Fis [k Vess Fisip

U [aAnanooe =] Admin Bl [GeATON LORARY =] Pags 1
T [EL pORADD =]
It i st
03 Mamer  [E2ATCH LIBRAAT
Sirmal Acihmer Kisdng Addezz
03 Aelbeer [o7x) £ 50 5TH STREET OF Addess [0 EA5T GTH SIFEET
04 O L QORAGD i Ciy [EL DDRBDO
L T 0 AP« [gr? L T 10 ZIFA ey
11 Coungy [M
12 Prone |orpegznsyy | 13 \WebAddmer Hpsf [oosny BARTORLERSRY ORG
14 Iroede sy A ealioeahip Cods |”'—' :I" 12 Geographe: Cods: |'-7'-I1 :I'
15 Legal sz Code: |'-'-' :l"" 15 Lmgal Sarvice Aram finrdsy Changs |” j""
16 Acimirizhsien Shucass Code: WO = 211 Fiept Peiod 52 Disbe [MM/D0 A7) [ 0./ /2004
17 FSCS Puble Libtary Defrston B - 21 Flespi Pewced End Do MDD 771 | 1243 500
Poprdsion H FTE Sisi

22 Popdeiin of e Legd Sonice hiss:. | ] % ALAMLS: =

e Dtels 27 Total Lissians o

3 Mumbss o Coniugh: [ 1
: = ] 22 AN O Paid Saskf LT
24 Mumba of Bianchaa .
% Humber of Bocknmide: | 0 & Total Puid Exrplyess [ &m
S Caarcel Host [ 4] ] i | P I Einachun £ |
. ul
Mo | Changar I | Fege I Havigas Aroomy . utels F- | Changes

Name or Address (of library) Change

When the user updates the Name or Address (of library) data element for the administrative entity
under ‘View/Update Administrative Entity or Outlet Records’, the ‘Name/Address Change Menu’ window is
automatically displayed. WIinPLUS prompts the user for more information so that the name/address
change can be tracked in the historical file, if appropriate.

The choices for a change in the name of a library are:

1. This Administrative Entity has officially changed its Name.
2. This is the preferred spelling of the Name.

The choices for a change in the street address are:

1. This Administrative Entity has moved to a new location.
2. This is the preferred Street Address.

If the user chooses the first option in either case, they are asked ‘Has there been an
organizational Structure Change?’ If ‘Yes’ is selected, WinPLUS prompts the user to make the structure
change via the ‘Administrative Entity Structure Changes’ option on the WinPLUS Main Menu (see Section
5.6). (The structure change can also be made via the ‘Structure Changes’ button at the bottom of the
administrative entity screen.) If ‘No’ is selected, WinPLUS simply tracks the change in the historical
database and the address/name change is saved to the database.
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5.5.3 View/Update Outlet Records

Outlets can also be accessed from the WinPLUS Main Menu option ‘View/Update Administrative
Entity or Outlet Records’. Outlets of the current administrative entity are displayed via the <F3> function
key; by selecting ‘View’, then ‘Outlet’ from the menu bar at the top of the screen; or by selecting the ‘View
Outlet’ button at the bottom of the administrative entity screen. (Repeat your selection to deselect it.) All
outlets for your state are displayed via the <F6> function key, or by selecting ‘View’, then ‘Outlet Retrieval
List’ from the menu bar. The user can scroll down the list to choose an outlet. While the list is visible,
select the outlet that you would like to view/update and then select ‘Enter’. An outlet screen is shown
below:
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On the outlet screen, the LIB ID and ‘Select Affiliated Outlet’ items have drop-down boxes that
allow the user to move from one outlet to another outlet of the same administrative entity. The drop-down
box for LIBID on the outlet screen is displayed below:
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Name or Address (of library) Change

When the user updates the Name or Address (of library) data element for the outlet under
‘View/Update Administrative Entity or Outlet Records’, the ‘Name/Address Change Menu’ is automatically
displayed. WIinPLUS prompts the user for more information so that the name/address change can be
tracked in the historical file, if appropriate.

The choices for a change in the name of a library are:

1. This Outlet had officially changed its Name.
2. This is the preferred spelling of the Name.

The choices for a change in the street address are:

1. This Outlet has moved to a new location.
2. This is the preferred Street Address.

If the user chooses the first option in either case, they are asked ‘Has there been an
organizational Structure Change?’ If ‘Yes’ is selected, WinPLUS prompts the user to make the structure
change via the ‘Outlet Structure Changes’ option on the WinPLUS Main Menu (see Section 5.7). (The
structure change can also be made via the ‘Structure Changes’ button at the bottom of the outlet screen.)
If ‘No’ is selected, WinPLUS simply tracks the change in the historical database and the address/name
change is saved to the database.
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5.5.4 Edit Checking During View/Update Records

During View/Update, interactive edit checks are limited to invalid entries (e.g., invalid codes in
fields such as Interlibrary Relationship, Legal Basis, and Administrative Structure, and alphabetic entries
in numeric fields).

Invalid entries are not permitted under any circumstances. WinPLUS software uses a -2 to
indicate a data element that has been left blank. The user must make a valid entry (i.e., -1, 0, -3, a
positive number, or alphanumeric data, as appropriate). Estimates can be used if exact data are not
available. The following responses are acceptable to WinPLUS:

-1 “-1” means “We don’t know the answer, don't collect the data,
or can't get the data right now.”

0 Zero means “We have none of this item.” (e.g., the library does
not maintain a video collection).

-3 “-3” means “Not Applicable” and is used for these items only:

¢ Phone (use only if library has no phone)

*  Web Address (use only if library has no Web Address)

e Sguare Footage of Outlet (use only for Bookmobiles and
Books-by-Mail Only outlets)

Any positive number for
numeric data elements Enter the appropriate numeric data for the data element.

Alphabetic and/or numeric data |Enter the appropriate alphabetic and/or numeric data. Some
for alphanumeric data elements |items require the selection of codes for data (e.g., Interlibrary
Relationship Code = HQ, ME, or NO). See appendices E and F.

WinPLUS Version 2.6 59



ESCS

60



	Section 5: WinPLUS MAIN MENU OPTIONS
	5.1 Select File
	5.2 Import
	5.3 Match (Used with Imported Data Only)
	5.4 Report of Mismatched Records
	5.5 View/Update Administrative Entity or Outlet Records




